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The Data 
Management Tool



• Why manage your data?

• What is the Data Management tool?

• What are the steps in Data Management?

• Access the Data Management tool

• Demonstration

• Further support + Q&A

What’s covered 
in today’s 
webinar?



Housekeeping

Download a handout

Your microphone 
is muted automatically

Send us your questions

Note: This webinar recording and links to 
register for future webinars and access other 
recordings will be sent to you later today. 



Benefits

• Completely optional process

• Keep your data relevant

• Speed up searches in your accounts

• Avoid errors

• Permanently removes data from
your company

Why manage your data?

Click here for data limits

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=210114115605493&_gl=1*11apaoa*_ga*MTM2ODM3NzI5OS4xNzMwNzk0Mjcw*_ga_PE4Z9JJWVN*MTczNjM3NDU5NS4xNC4xLjE3MzYzNzQ2MDYuNDkuMC4w


What is the Data Management tool?

Data Management tool

• Designed to help you 
maintain the relevance and 
size of your accounts data 

• Contact Information

• Account Details
 
• Addresses (including email)

• Custom Fields

• Pricing and Discounting

• Misc. Defaults

• Credit Terms/Restrictions

• Bank Details/Payment Details



Back up

• Must be logged in as manager or 
have the relevant permissions 

• File > Backup > OK

Archive

• Must be logged in as manager or 
have the relevant permissions 

• Tools > Period End > Archive 
Company

What are the steps in Data Management



Review your data options

• Clear audit trail

• Delete invoices

• Review customer records

• Review supplier records

• Contact Information

• Account Details
 
• Addresses (including email)

• Custom Fields

• Pricing and Discounting

• Misc. Defaults

• Credit Terms/Restrictions

• Bank Details/Payment Details

What are the steps in Data Management



The Data Management tool

Access the tool

• Tools > Period End > Data Management

Note: If not available:

• Settings > Company Preferences > 
Parameters > Enable Data Management 
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Demonstration



• After deleting records compress the 
data to reduce size

• Always ensure you have an error free 
back up prior to running this routine

• The option can be found within:
File > Maintenance

Compress data



Summary

• Why data manage?

• Benefits of the Data Management tool

• Demonstration

• Importance of backing up

• Compress your data to reclaim disk space

Click here for article

https://gb-kb.sage.com/portal/app/portlets/results/viewsolution.jsp?solutionid=220411151637563&_gl=1*1mj0zkk*_ga*MTM2ODM3NzI5OS4xNzMwNzk0Mjcw*_ga_PE4Z9JJWVN*MTczNjQ0NjIzMS4xOC4xLjE3MzY0NDY4MTQuNjAuMC4w


Questions

Download a handout

Send us your questions

Note: This webinar recording and links to 
register for future webinars and access other 
recordings will be sent to you later today. 



Webinars for Sage 50 Accounts
& Sage 50 Payroll

www.sage.co.uk/webinars
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Thank you for attending!

Please take a minute to complete the survey as you leave.

You’ll receive a follow-up email containing links to register for 
future webinars and watch recordings.
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